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APPLICATION FOR RECORDS RETENTION SCHEDULE 

Anention: Scheduling Section. 

DEPARTMENT OFFICE OF THE SECRETARY AND OF STATE 

RECORDS MANAGEMENT DIVISION 

FOR AGENCY USE 

wwatson mre 

wpli~3rt0n Number 

FOR RECORDSMANAGEMENTUSE 
AGQllC3KlOn hivmkr 

he!%%e%drE? Education 
o f f i c e  of I n s t r u c t i o n a l  Serv ices  
Div is ion  of I n s t r u c t i o n a l  Media Serv ices  
Media F i e l d  Services ,  #2054 Twin Towers E. Omehcwed Date G n n p l ~ c d  

3-39 

. >. A . .  
r. ReardSeiies &&iption T h i s  f i le mn&inithefollowing do&menu (indude form ,ymM7and tide, ifany): .. ~ , . .  .L . . .. . . .  

-: -Attab samples of tk f i l e .  - 
~ ~ ~ ~ ~ ~ ~ ~ l ~ ~ i ~ ~ :  Maintaining c u r r e n t  information on the -. types and amounts of ins t ruc t . iona1  
m a t e r i a l s  and equipment i n  l o c a l  schools .  

1. Dates of Series 
iarlien Latest 
1965 To d a t e  

lnduded are: 

5. Remrds Series Title ffollowed by title used in office; if different) 

Statewide M e d i a  Documentation F i l e s  

kqndal I n s t r u c t i o n a l  R e s o x c e s  Surveys from each l o c a l  school  system, o t h e r  s ta t is t ics  
r e l a t e d  t o  t h e  development of media nrograms, and r e l a t e d  docmen t s .  
S t a t e w i d e  Summary Reports wh ich  grve s t a t e w i d e  f o t a i s  of a a t a  compiled from i n d i v i d u a l  
surveys. 

Also i n c l u d e d  a r e  

~ i l ~  is arranged: Alphabet ica l ly  by system. 

100 3. Monthly Reference Rate 

One fo six months old 

How often are records referred to whict are: 
100 

: Seven to twelve months old ; Thirteen to twenty-four months old 
100 

twenty-five months and older ? 

3. Annual Rate of Accumulation of Remrb 
Lener-size drawers : Legalsize drawers . ~ ;Shelves ; Other fspecify) 

1 

.. . . - 
R-50-?1; R.v. 76 ., . I0v.r) 



1. Retention Requirements The following requires the series to be kept: 

a. Statebw yea.-. d. Audit period years. 
b. Statute of limitation years; e.  Administrative w d  1 years. 
c. Federal law W X S .  f. Federal retention inmumions Van. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

7 

2 ADoroved Disposition Instructions This agency recommends t h a t  me file series be cut 037 ar tht end of each: 
I 0 Calendar Year: C Fiscal Year: &2 Other See below tnen, 

D Hold in the  current files area r n t h ( S )  year(s): then 
0 Transfer to local holding area, hold 
0 Transfer to State Remrds Center: hold 
0 Demoy. 
P Transfer to State Archives for oermanent retention. 

yearb): then 
yearb); then 

then destroy. 

These instructions apply to a l l  prior and fmure accumulations of the series. 

raph 12 are approved. 
If dispprowd, rnach / e m  
f ex?lanatim.l cretary of StatetDesignee 


